Shirley C. Orio

603-275-1557

Shirleyorio@comcast.net
Professional Experience
11/17/2014 – Current       Teledyne DGO Portsmouth NH 
Document Control Coordinator 

· Process ECO’s

· Quality System Documents

· Engineering Coordinator Drawings 

· Ensure and verify required data complies with contract specifications and internal company policies and procedures. 

· Status and create reports of data activities. 

· Participate in internal program meetings and customer meetings when required. . Maintain, store, and control electronic file copies of deliverable and non-deliverable data. . Provide support and participate in program and company audits. 
· 10+ Experience in ISO 9001

· Currently trained to the Upcoming changes in ISO -9001 Manufacturing 2015

3/2014 – Temp 

BAE Systems, Hudson, NH     Contract ended 
Documentation Assistant  
· Updates logs, databases and catalogues. Maintains files of engineering drawings, project reports, specifications, product proposals, specifications, and documentation. 

· Prepares process and status reports, assigns and monitors document numbers, and reviews documents for accuracy and completeness. 

· Ensures documents meet standards for production. 

· May use CAD database, software blueprints or copy or microfilm machines for reproduction of documentation.

· Fully trained in BAE PDM processes
· Assess and identify data requirements specified in customer contracts. 

·  Generate program-specific data schedule. 

·  Assign document numbers to deliverable and non-deliverable data. 

·  Forecast and report data due. 

·  Interface with program management and engineering groups daily and provide direction for the development of data. 

·  Coordinate review cycles, review developed documents, release, and submit customer deliverable data, maintain internal program data. 

· Ensure and verify required data complies with contract specifications and internal company policies and procedures. 

· Status and create reports of data activities. 

· Participate in internal program meetings and customer meetings when required. . Maintain, store, and control electronic file copies of deliverable and non-deliverable data. . Provide support and participate in program and company audits. 

· Archive program data. 
· Maintained Document History Files 

Oct 2011- Nov 2013


St. Jude Medical, Westford, MA  Contract Ended
Document Control/ Product Complaint

· Processed over 1000 + back logged product complaints. 

· Process and submit vigilant reports to the FDA.
· Experienced a company-wide audit. 

· Maintain spreadsheets for trending and data analysis.
· Key player in creating a new process and procedures for handling new complaints. 

· Internal Auditor for ISO-9001 & 13485. 

1999-2010



Parker Hannifin, Haverhill, MA         

Document Control Administrator 

· Read, familiarize and interpret procedures and requirements. 

· Perform quality system and personnel audits for compliance to requirements.

· Internal Auditor for ISO 9001-2000

· Management of all written policy and procedures for ECO's 

· Assisted QA Manager as liaise between ISO Auditor and Parker Hannifin

· Provide support for the operating procedures and manufacturing work instructions for maintenance of ISO 9000

· System Management of all Methods and Designs in regard to product development

· Implement Updates to BOM for ISO 9001-2000

· Execute ECO changes as requested by collaborating with R&D Engineers 

· Coordinated and maintains release of conforming and non-conforming product material data

Help Desk Support (Dual Role) 2007-2009 

· Software/ Hardware Installation
· Troubleshooting, PC, printers, fax, photo copiers, etc.

· Help desk support to over 100 employees.
· Create and follow standard help desk procedures.
· Log all help desk interactions and redirect problems to appropriate resources.

· Diagnose and resolve technical hardware and software issues, network and security issues.
Education 

New Horizons Learning Center, Nashua, NH: MS. Certified Application Support 2010

American Intercontinental University: Associates Degree with Honors, Information Technology, Business Admin. 

Additional Skills
· ISO -9001 & ISO -9001 13485: 

· Auditing 

· Documentation

· CAR

· PAR

· PDM

· ECO

· Engineering Drawings 
· Microsoft Office Suite 2003, 2007, 2010  Certified MS Professional 
· Word

· Excel

· Access (database)

· PowerPoint (certified Microsoft specialist)

· MS Project

· Publisher

· Outlook

· Adobe Acrobat

· QuickBooks/ Quick Books Pro

· 2261 Supporting Users Running MS XP & windows 7 OS

· 2262 Supporting Users Running Applications on MS Windows XP OS and Windows 7 OS

· 5115 Installing and Configuring Microsoft Operating Systems

· Troubleshooting issues hardware /software on systems running Microsoft Operating Systems

· Relational Database Design

· SQL Level 1 & 2

· Visio Pro

· Web Design

· Lean Manufacturing & 5s Kaizen events
